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INVOICE PROCESSING
Chapter 2

Invoice Processing
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DISPLAY CUSTOMER 
Transaction FD03

Transaction FD03 is used to display 
customer master data.  The Customer Master 
Data Record contains information such as: 
• Customer account number
• Customer name
• Customer address
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Click on the possible entries 
icon to search for a 
customer

Transaction FD03 – Display Customer
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Use the * with partial text to 
view all possible matches.  

Press enter or click 
the green check.

The use of the *, also called wild card, allows a search of all possible 
master data matches.
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600000048 All possible matches will 
display.  Double click on a 
line to view details.
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If the customer number is 
known, the Customer 
account number can be 
entered without using the 
look up.

Press enter or click 
the green check.
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The General Data tab will display 
the customer name, address and 
contact/billing information.

The General Data section contains the customer’s demographical 
information.  
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Click to view additional data.
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You may navigate to the next
screen by clicking the tab or
the next/previous page icons.

The Account management tab has the customer accounting 
information.

The Recon (Reconciliation) account is the overall AR account in 
which customer transactions will be recorded in the General Ledger.  
There are currently 2 Recon accounts in use for AR.
• 1130001000 is used for standard customers
• 1140001000 is used for State Agencies

(inter/intra-agency accounts receivable)
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The Payment transactions 
tab will display the Terms of 
payment established for this 
customer.

The Payment transactions tab includes the Terms of Payment 
established for the customer.  The terms established in the customer 
master will default to all AR transactions but can be overridden at the 
individual invoice level.
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Click to choose another customer.

Or click to exit.

The Correspondence tab has the customer dunning information.  A 
customer will not receive dunning notices if a dunning procedure is 
not assigned to the customer master record.  

This tab will be automatically updated with the current dunning level 
and the last date dunned when the dunning program has been 
executed. 
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INVOICE PROCESSING

• Invoice processing is used to bill a customer 
for services rendered and to track the 
customer’s account.

• Invoicing, receipting and depositing make up 
the entire process used to maintain and 
clear a customer account in AASIS.
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CUSTOMER INVOICE ENTER – FB70
(No Sales Tax)

Transaction FB70 is used to create a 
customer invoice.  

The following example is entering a 
customer invoice containing only one line 
item and no applicable sales tax.
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Enter Customer account number,
invoice date*, and amount of invoice 
on the Basic data tab.  Posting date 
will default to today’s date.  

Press enter or click the 
Details tab.

Enter the Customer number.  If necessary, select possible entries 
icon and do a match code search to locate customer.

Enter the Invoice date.  The invoice date and posting date will 
normally be the same, however, the invoice date can be changed to 
reflect a specific aging date if different from the posting date.

Enter the Amount.  The amount will be the total amount to be billed 
on this invoice.  

Press enter or click on the Details tab.



AASIS Support Center
Revised September, 2005

An AASIS Training Guide ARIP – Accounts Receivable Invoice Processing

2 - 15

Details tab and Customer data will be displayed -
Enter your Business area  
Select the Payment tab.

Enter:  Business Area
Information may be entered in in the Ref key 1, 2, or 3 fields, if 
desired. 

IMPORTANT: Never enter information in the Assign. field.  When 
the invoice is posted, the document number is system generated and 
will be automatically assigned as the assignment number.  

Click on the Payment tab.
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The Bline (baseline) date will default from the Invoice date and is the 
date used to calculate when the amount is due from the customer 
based on the Payment terms.  This can be overridden if necessary.

Pmnt (payment) terms will default to NT30 from the customer master 
record but may be changed.

Enter a Reason code or select the drop down.

Enter a Reason code or 
select the drop down.
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Highlight and double click
selection.

From the drop down menu, highlight and double click the code 
chosen to use.

The reason code signifies a receivable type and is entered for 
reporting purposes.  Reason codes allow you to categorize your 
receivables by types for reporting in more and/or different detail than 
just the GL revenue account.
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Enter G/L acct, Doc. currency amount, Cost center, and 
WBS element or internal order, if applicable.  Press enter.

Fund and business 
area will derive from 

Cost Center.  Check for 
correct fund/BA.

Enter the revenue GL account. Revenue accounts begin with a 4. The first 3 digits 
of the G/L account determine the type of revenue.  G/L accounts can contain similar 
descriptions but will determine different revenue types.  The following are examples 
of the differences in “miscellaneous revenues”.
Miscellaneous 4027002000 Special Revenues -
Miscellaneous Fees 4031090000 1 ½ % or 3% fees apply
Miscellaneous Income 4037001000

Misc Non Taxable Rcpts 4047018000 Deposit directly into
Miscellaneous Revenue 4047099000 agency fund

NOTE: G/L accounts that begin with 6 will be used for other financing sources; e.g., 
Refunds to Expenditure, Inter-, Intra- Agency transfers.
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Check fund and business area to ensure 
correct accounting information was derived.

Press the enter key for the business area and fund to be derived
from the cost center.  Check the information derived to ensure it is 
the correct fund.
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Double-click anywhere on the G/L line 
to enter text to be printed on invoice.

To enter text to be printed in the body of the customer invoice,
double click anywhere on the GL line.
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Click.

Click on the Long text button.
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Click.

Click on the Editor icon.
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Click Goto on the Menu bar and select Change editor.

Go to the Menu bar and select Go to > Change Editor.
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Type in text you wish to appear on the invoice –
read text above.

Continue to click to return 
to original screen.

DO NOT TYPE PAST THE 5……+ MARK.
TEXT WILL NOT WRAP.

The screen will display with a ruler across the top. Do not type past 
the 5…..+ mark as the text typed to the end of an individual line will 
not wrap on the printed invoice.  

Include as much detail as desired in the text.

Click the back green arrow when finished.  The text will be saved.
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Bal. is zero.
Click to view before posting.

When line item entries are completed the Bal. field should indicate 
zero.  This means the debits and credits for this document are equal.

The document can be simulated if desired.
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Click to post.

The document simulation displays the header information, customer 
line and GL line(s) to be posted.  

To post the customer invoice, click on the post icon.  

Note – Customer invoices can be posted or may be parked.  
Documents that are parked cannot be posted by the same user due 
to security.
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Document is posted.  Another
invoice may be entered or click
cancel to leave transaction.

The posted or parked document number will display at the bottom of 
the screen.  

The transaction is ready to begin a new customer invoice.
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CUSTOMER INVOICE ENTER – FB70
(with Sales Tax)

Transaction FB70 is used to enter a customer 
invoice.  

The following example is entering a customer 
invoice containing one line item and 
applicable sales tax.
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Select.

Before entering a customer invoice with sales tax, the above steps 
must be completed.  These steps will be done once and saved.  
These settings will only affect the transactions that are tax applicable 
with tax calculated on the sales amount. 

From transaction FB70, select the Editing Options button.
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Check boxes, then save.

Check “Calculate taxes 
on net amount”

Check “Propose final 
amount”

Check the “Calculate taxes on net amount” AND “Propose final 
amount” boxes.
This process is only completed the first time you enter an invoice 
with taxes.  
Check the boxes “Calculate taxes on net amount” and “Propose final 
amount”.  
NOTE EXCEPTION:  If the agency sales price includes tax DO NOT
check the “Calculate taxes on net amount” box.
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Message will appear.

Click to return to previous screen.
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Enter customer number 
and invoice date.
Check the Calculate tax 
box.
Press enter or click 
Details tab.
DO NOT ENTER 
AMOUNT.

Enter:
• Customer Number
• Invoice Date
• Leave amount field blank
• Check the Calculate Tax Box
• Click on the Details Tab



AASIS Support Center
Revised September, 2005

An AASIS Training Guide ARIP – Accounts Receivable Invoice Processing

2 - 33

1.  Enter Business area. 

2.  Click on Payment Tab

• Enter Business Area
• Click on the Payment Tab
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Enter Reason code.

Enter G/L acct, amount, Cost Center and Tax Code.

Enter Reason Code (if applicable)
Enter the following fields on G/L line items:  (Note: G/L line items can 
be entered from any tab.)
• G/L Account number
• Amount
• Cost Center
• Press the enter key.  Check the fund and business

for correct fund derivation. 
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• Enter Tax Code
A/R Tax Codes:

S0 – A/R Sales Tax Exempt
S1 – A/R Standard Sales Tax Rate
SX – A/R Sales Tax-No Max tax

(used to record summary sales that exceed $2500)

Note: Tax Codes B1, C1, L1 and R1 are exception tax rates to be used 
only by Parks and Tourism at this time.
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The gross amount of the invoice (including tax) will be displayed.

Click to simulate.
Balance will be
zero.

Click on the Basic Data Tab.
The Gross Amount of the invoice (including tax) will be displayed.
Click on the Simulate button to see and review the document 
postings.
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Review then post.

Review the document postings and if all is correct, post the 
document.
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Posting will occur with document assignment.

The Customer Invoice document number will appear at the bottom of 
the screen.
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CUSTOMER CREDIT MEMO – FB75

This transaction is used to reduce the amount of 
the original invoice.
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Enter Customer number, Document 
date,
Amount and Reference number.  
Press enter or click
Details tab.

Enter:
• Customer number
• Document date
• Amount to be credited
• Reference – The Invoice Document Reference number entered here

will appear in the header data on the Customer Credit Memo document.
• Click on the Details tab
Note: you will have to enter Invoice Document number again on the 
Payment Tab.
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Enter Business area then select
Payment tab.

Enter:
• Business Area 
• Click on the Payments Tab.
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Enter the original invoice document number
and Reason code.  Press enter.

Enter:
• Reason Code – Enter the 3 digit code or select from drop down 

menu.
• Inv. Ref – Enter the Customer Invoice Document Number to be 

credited.
• Press Enter.
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Warning message will appear, press enter.
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Enter G/L acct, amount and Cost Center.
Press enter, check fund and BA derived.

On the Items lines enter:
• G/L account – Revenue account used on the original invoice
• Cost Center – Cost center used on the original invoice
• Hit the enter key
• Fund – Check the fund derived. Fund must be the same as was 

used on the original invoice.
Note:  You will have to Green Check thru the “Invoice Reference 
Missing” warning. This is a reminder that the Invoice Reference 
Number must be entered on the Payment Tab
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Click to simulate posting.

Click the Simulate Button to review the document before posting.
Again, you will have to Green Check thru the “Invoice Reference 
Missing” reference.
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Review, click to park

Review Document.
If all is correct, click the Park Icon.
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Document parked

Message will display the parked document number.
The parked document will have to be posted by another user.
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1.

1.  To view a single document 
(customer invoice OR 
customer credit memo), enter 
the document number in the 
Doc Number field

2.  Hit the enter key on the 
keyboard

Transaction FBV0 is used to post parked customer invoices AND parked 
customer credit memos.
As previously stated, transaction FB75, Create Customer Credit Memos, is 
restricted and only allows the user to PARK a credit memo. Transaction FB70, 
Create Customer Invoice, is NOT restricted and allows a user to Park and/or 
Post a customer invoice.
IMPORTANT NOTE: As part of the internal control security, a parked document 
can not be posted by the user who created the original entry nor by the user who 
made the last change to the document.
It is CRITICAL to remember that even though transaction FBV0 allows a user to 
review a parked customer document prior to posting, the reviewer should NOT 
make changes or revisions to the customer document itself. The system will not 
allow the reviewer to post a customer document that has been changed by the 
reviewer using  FBV0.
The following provides instructional information, with screen shots, for how to 
complete the transaction FBV0.

1.
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3.

3.  If the document 
is ready to post, 
click the “Green 
Back Arrow” to 
return to the 
initial Post 
Parked
Document
screen.

The parked customer document with the corresponding document number will 
display for review and/or change. (Remember, if a change is made to parked 
customer document, the user making the change from this transaction will NOT 
be able to post it.)
Instead, notify the user who created the parked customer document to make the 
necessary changes and then review it again before POSTING.
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4. Click the “Document List” button 

4.

Message will display the parked document number.
The parked document will have to be posted by another user.
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5.

6. 5. Complete the following fields:
Document Number – Optional, to 

view a single customer 
document or a specific range 
of customer documents enter 
the document number(s).

Fiscal Year – Enter the current 
fiscal year

Posting Date – Optional, to view 
parked customer documents 
parked with a specific posting 
date(s), enter the posting 
date or posting date range.

Document Type – Enter DG for 
Credit Memos; Enter DR for 
Customer Invoices

Business Area – Enter the 
business area information

6. Click the “Execute” button 

Note: By entering only the fiscal year, document type and business area, 
the document list will display all parked customer documents.
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7.

7.  Click the “Green Check” button 

The message will display “User’s own documents will not be listed on FBV0.” 
This is a system reminder of the internal security controls for parked customer 
documents mentioned previously. 
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8. Click this box to select a 
parked customer document 
ready for posting.

10. Click on the “Post” (Save) button 

9. Click this button to select all listed 
parked customer documents ready 
for posting.

A list of parked customer documents displays. 
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System Message

A successful posting is noted by a green dot under the “Type” field and a system 
message displays (system message illustrated below). 
An unsuccessful posting is noted by a red dot under the “Type” field and the a 
message displays with an explanation for why the document will not post (not 
illustrated below)
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CUSTOMER INVOICE AND CREDIT MEMO
POST PARKED DOCUMENT – FBV0

Transaction FBV0 is used to post parked customer invoices and credit memos.

Transaction FB75, Create Customer Credit Memo, is restricted to park and post 
functionality.  Transaction FB70, Create Customer Invoice  is not restricted so it 
may be parked or posted when executed.

IMPORTANT – As part of the internal control security, a parked document can
not be posted by the user who created the original entry NOR by the user who 
made the last change to the document.  Therefore, if the reviewer/poster 
discovers an error, the correction should be made by the user who originally 
parked the document.  The reviewer can then go back and post the document.

The following provides instruction on transaction FBV0 – Post Parked Document.
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Transaction FBV0 – POST PARKED DOCUMENT

Type in Document Number

Enter Parked document number, if known.
Hit the enter key.



AASIS Support Center
Revised September, 2005

An AASIS Training Guide ARIP – Accounts Receivable Invoice Processing

2 - 57

The posted document will be displayed.  Fields can be changed, 
however, REMEMBER, a saved change blocks the user from the 
ability to then POST the document.  Notify the user that initially 
parked the document of the corrections to be made.  Then review 
again.
If the document is ready to post, click the green back arrow to return 
to the initial Post Parked Document screen.
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Click on the Document List button.
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Enter as much search 
criteria as possible

Complete the following fields:
• Document Number – Optional
• Fiscal Year – Current Fiscal Year
• Posting Date – Optional, use to view customer documents parked

on a specific date or range of dates.
• Document Type – DG for Customer Credit Memos, DR for Customer

Invoices
• Business Area – Required 
• Click the Execute icon.

NOTE:   Enter as much information as possible to restrict the document 
list to those you need to review and post.
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Click Green Check

A message box will display indicating “User’s own documents will not 
be listed on FBV0”
• Click the green check
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Click box to highlight line

Select All Option

If a single document number was entered, only one document line 
will be displayed.  To post, highlight the line by clicking on the left 
side box.
To select all documents displayed, click on the Select All icon.
Multiple single lines can be selected by clicking on the left side box 
while holding the Ctrl key on the keyboard.
When the appropriate line items are highlighted, click on the 
Save/Post disk icon.



AASIS Support Center
Revised September, 2005

An AASIS Training Guide ARIP – Accounts Receivable Invoice Processing

2 - 62

Posted Document Message

A successful posting is noted by a green dot under the “Type” field 
and a system message displays the posted document number.

An unsuccessful posting is noted by a red dot under the “Type” field 
and the message displays and explanation for why the document will 
not post.



AASIS Support Center
Revised September, 2005

An AASIS Training Guide ARIP – Accounts Receivable Invoice Processing

2 - 63

CUSTOMER INVOICE AND CREDIT MEMO
PRINT PROGRAM - ZINVC

Transaction ZINVC is used to print customer 
invoices and credit memos.  The customer invoice 
and credit memo can be previewed prior to 
printing.  ZINVC will print of a single invoice or 
credit memo, select invoices and credit memos, 
invoices and credit memos for a single customer, 
select customers, a range of customers or all 
customers.
Selection criteria for printing invoices may also be 
determined by dates.  Multiple copies may be 
selected at the time of printing or the user may run 
the same print job again if necessary.
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Company Code, User and Form Name will default.

If more than one user or a 
different user posted 
invoices, the User name 
must be deleted.

If printing invoices or credit memos created by  users other than 
yourself,  remove your name from the User field.
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Enter in Invoice From and Remmit to field by selecting your agency 
from the possible entries icon.

Enter your Business
Area and the network
printer where the 
invoices will print.

Enter selection parameters to print specific invoice(s)/credit(s) memos.
• Document date – Documents posted on a specific

date
• Document number – Limit to one specific document
• Customer number – Limit to one (or more) specific

customers
• Business Area – Required entry
• Press enter –The Invoice From and Remit to fields will open 
• Select the appropriate addresses for the invoices
Note – Leaving all fields blank will print ALL open documents the user 
has created.
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*
Check Print Preview if you wish to view invoices prior to printing.
If not, leave unchecked and invoice(s) will print upon execution.

Execute.

*Enter an AASIS system printer in the Printer field.  Using YPCC as 
your default printer can cause formatting problems when the invoice 
and/or credit memo prints.



AASIS Support Center
Revised September, 2005

An AASIS Training Guide ARIP – Accounts Receivable Invoice Processing

2 - 67

The first document will be displayed.

Scroll down to see the
bottom of the invoice.

Print previewing is an optional step.
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This is the bottom half of the invoice
and will be printed with the top half.
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To view the next invoice (document)
click the page icons on the technical
toolbar or press page up/page down
on your keyboard.

If the same INVOICE number appears when you select “next page” 
your invoice will be PRINTED on two pages. Change the printer 
selection to a network printer in your work area.  
The INVOICE number should change to the next number in 
sequence when you go to another page.  
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After review, click back to
initial screen.

Click on the back green arrow to return to the initial selection screen 
for printing.
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Uncheck Print Preview, then execute to print invoices.

• Remove the check from the Print Preview box
• Click on the Execute icon
• Forms will be printed.
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CUSTOMER LINE ITEM DISPLAY – FBL5N

Transaction FBL5N is a report of customer line 
items.  Customer line items can be displayed by 
individual customer(s) or by business area.  The 
report can be generated for open items, cleared 
items or all items.  The report can also be 
generated for a specific posting date or range of 
dates.

• Open items – Items that have not yet been cleared
The current date defaults as the proposed key
date.  This can be changed to report open items as
of a specific date.

• Cleared items – Items that have been cleared by a payment or 
credit memo. 
The report can be generated for items cleared as of a specific 
date or all documents cleared for a specific date range.

• All items – Open and cleared items
The report can be generated for all open items within a specific
date range.  Selecting All items with no date range will generate 
a report of all items posted to the customer(s) account.
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Click for Multiple 
Selections

Select the Line item selection radio
button for what records you wish to
view.  Note: the Open at key date
will default to the current date for 
Open items.

Click for dynamic selections.

• Customer account – A single customer account or range of 
customer accounts can be entered.  Click on the multiple 
selections icon to enter a list of customer numbers.

• Business Area – click on the Dynamic Selections icon.
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Scroll down to 
the Business 
Area field.  
Enter in your 
Business area.

Click Execute

• Scroll down in the Dynamic selections box to the 
Business Area field.

• Enter your Business Area
• Click on the execute icon
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Note the symbols at the top of the list to indicate the status of the 
invoice.
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Scroll down to see the total of all outstanding balances and to view 
the cleared invoices.
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To display a specific document, 
double click on the row or highlight
and click the glasses icon.
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Click on the Overview icon to display the  
whole document
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Document Header display

Document Line Item Detail 

Click the green arrow back to return to the FBL5N list.
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Variant options.

There are several options for sorting and viewing within the list from 
the Menu bar.  Select Edit then the option you desire.
Also, different variants can be selected or you can create a custom 
variant for the report and save it.
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Environment on the Menu bar also provides different ways to view
the list.
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After viewing, click to exit list.After viewing the list, 
click the yellow up 
arrow to exit.
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PERIODIC ACCOUNT STATEMENTS – ZF27

Transaction  ZF27 produces monthly account statements 
for customers by business area.  
Prior to processing monthly account statements, review 
customer accounts using transaction FBL5N to determine if  
manual clearing is needed on open items.  Refer to 
Transaction F-32 procedures to  clear open payments 
and/or credit memos against corresponding invoices.
Account Statements will list remaining open items and 
customer transactions for the statement period.  
Account Statements do not print the detail of the individual 
customer invoice.
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After data is entered,
press enter.

Complete the following fields:
• Company Code – ARK
• Account Type – D (Customer)
• Account – leave blank to pull all customers
• Business Area – your business area
• Indicator in Master Data – 2 (Monthly account statement)
• Key dates for acct. statement – enter the statement date
• Correspondence – Z0013
• Log to printer – enter your AASIS system printer
• Press Enter
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Select the possible entries icon 
to complete the Invoice From and
Remit To fields 
Execute

The Invoice From and Remit To fields will open for selection.  Click 
on the drop down to select the appropriate address to be printed on 
the Account Statement.

Click the execute icon
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A pop-up will appear indicating the number of periodic 
statements requested.  Click the green check.

NOTE: The number of periodic account statements initially indicated 
by the system is a system wide number.  This is NOT how many 
account statements will be selected for your business area.
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Pop-up will ask if you wish to issue the request.
Click Yes.
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This log will appear to let you know that a spool request has been created,
the spool request number and the number of output pages to 
be printed.  Note the number of pages to be printed.
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On the Menu bar, select System > Own spool requests
or type /NSP02 in the command box and press enter.
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A new session labeled “Output Controller: List of Spool Requests”
will appear on the task bar – click to open.
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Check the box beside your spool 
request to be printed.

Click to view statements 
before printing (optional)

To preview the statements to be printed, click on the eyeglasses
icon.  The selected invoices will display.  

OR Check the box of the spool request to be printed.
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Click to return to screen to print statements.

Example of the account statement preview.

Open items will be displayed including document number, date, no. 
of days in arrears and amount.  An aging summary is also displayed 
at the bottom of the statement.
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Click to print.
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A new session labeled “SAPLPD” will appear on the task bar.
Click to open if you wish to view the print log.
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When the print job is completed, this session may be closed.

The SAPLPD box will display the message “Print job….is finished.
Close the SAPLPD box.


